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Chief, Management Staff 20 Septem 1956
ihief, Hecords /anagement Staff

“gekls “eport - Veek Ending 17 September 1956

1. The Record Tenter recelived 57 enbie faet of inactive
records from three Apency offices, The Record Center now has
on hand 28,337 cubic feet, spproximately 79 per cent of its
capacity, -

?. Fourteen new and revised forms were completed,
3. dAr. JEEE received 20 hours of on the job training.

h. A Revorts Hanagement Program has now been installed
throughout the J0/5 area. Ouides have been fumished to all
principle offices whieh will permit them to carry ocut a
Jecentralized program for their respective offices. .Juring
the course of installing the program we examined 224 reports
“hich were submitted between staffs and offices or sent to
other igencys and developed recommendations on !5 of them, As
of 1 July over seven thousand man hours will be saved amnually
23 the result sf installing this program,

5. “e are assisting the Mediecal Office in the appliecation
of their Recoris Control Schedule by establishing a current
case file in the Faychiatric Uivision, In addition we assisted
them in tranaferring ten euble feat of inactive records to the
wenhar,

o 4bout one half of the emnloyees abt the Record Center
are enrslled at American niversity for the purpose of taking
courses which will eveniually lead to a certificate In Fecords
sminigtration,
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